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PAYROLL Versi 


Correction Sheet 
5 September 1979 
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* * 
* This sheet describes coding corrections * 
* that should be made to Payroll V1.03. . 
* * 
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1) Problem: 
Sorting employees is sometimes extremely slow. 


Correction: 
Program CHANGEEMP: 
Remove lines 2710-2740: 


2710 FOR KK=1 TO NE-II: IF B(KK)L<=B(KK+1) THEN 2730 
2720 LL=B(KK) :B(KK)=B(KK+1) :B(KK+1) =LL:XX=1 
2730 NEXT KK 

2740 IF XX=0 THEN 2760 


Add the following lines, 2710-2730: 


2il0 FOR. KR=II YO |] STEP -1 
2720 IF B(KK) <B(KK-1) THEN EXCHANGE ae: B(KK-1) ELSE KK= 4 
2/30 - NEST KE 


2) The logic for the SDI deduction is incorrect as follows: 
For salaried employees who have earned more than the SDI 
limit (Record 14 in the STATUS file) (Variable SL), the 
SDI deduction is not zero. 


Correction: 
Program PAYEMP2: 
Change line 1700 to: 


1700 IF GY>SL THEN 1740 
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MEMORANDUM 


TO: Domestic Dealers DATE. 5 September, 1979 


FROM: Tom Budlong 


SUBJECT. Payroll 


Attached is a Correction Sheet describing changes that should be 
made to the Payroll System. 
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PAYROLL Version 1.02 


Supplement Sheet 


Payroll version 1.03 replaces previous versions. The 
following changes have been made: 


@ The Payroll Journal has been revised to provide 
department and grand totals. 


@ 1979 Withholding tax schedules for Federal and 
California taxes have been installed. 


® All special checks are now reported on the Pay- 
roll Journal. This includes hand-written checks. 


@ The W-2 format has been revised to comply with 
the new Federal format. e 


e Maintenance access to vacation and sick hours 
available at the beginning of the year and taken 


during the year is now provided. These could 
not be changed by the operator in previous ver- 
sions. 


@ The menus have been slightly revised, No func- 
tional changes. 


Upgrade from previous versions to Version ane 


~The Employee Master File, EMPLOYEE, in Version 1.03 is 
not compatible with the Master File in Version 1.02. One 
field, Gross Pay for the current period, has been added, 


A program on the Payroll disk, PRV12TOV13, must be used 
to convert to the new file format, The program adds the 
new field in the correct location in all records in the 
file, and gives the new field value zero, 
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PAYROLL VERSION 1,92 


Payroll Version 1.92 1s a customer-installable payroll system for 
the 625 or 625 Mark II. It operates with 625 0.5. Version 3.00 or 
higher. A data sheet describing the capabilities is attached. 


Payroll Version 1.92 replaces earlier versions, which were intended 
for demonstration purposes only. 


The Payroll Instruction Manual, 9212241, describes operation of 
the payroll. It also contains sufficient information to enable 
programmers to modify the system if required for individual appli- 
cations. 


} 
Future versions of Payroll will contain additional capability. 
- Presently planned enhancements are- 


Automatic posting to the General Ledger module, 


- Pay type and deduction totals printed on the Payroll] Register. 


Revision to accomodate revised Federal quarterly total re- 
porting requirements. : 


e 
e Automatic calculation of employer paid taxes. 
é 
€ 


Payroll Version 1.02 is delivered with an 8 employee data base, 
to enable demonstration without extensive prior data input. The 
Instruction Manual describes use of the INITIAL program to purge 
the data base in preparation for input of a customer's actual pay- 
roll data. 
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- COMPUCOID 675 


Compucorp Business Information System 


PAYROLL 


The PAYROLL module of the Compucorp Business Information System is a comprehensive set 
of programs designed specifically to meet the payroll needs of small businesses. | 

A complete list of the capabilities of PAYROLL is on the reverse of this data sheet. 
PAYROLL, however, is more than a collection of functions. Since it was designed speci- 
fically for small businesses, it can be operated by ordinary office personnel. It does 
not require computer specialists. Consider the features listed below — all results of 
implementation of Compucorp's design philosophy to make both the hardware and software 
as easy to use as possible. 


@ The system starts automatically. Just turn on the 625, insert the disks, 
and PAYROLL is ready to go. 3 | 


@ Logical, sensible operation. Does not require trained computer specialists. 
Your existing personnel can operate PAYROLL. 


e Operator options are presented on a "menu" basis. The CRT screen lists thé 
options available — the operator keys the option number. 


@ Questions to the operator are Simple and direct. Improper answers are 
rejected immediately. | 


e Ample opportunity exists throughout the system to correct information 
entered incorrectly. As an example, the operator may print out, review, 
and correct all payroll information before checks are printed. | 


Ask for a demonstration of the Compucorp PAYROLL. You will be amazed at the ease of 
operation, and the comprehensive functions that are available. 


SPECIFICATIONS 


The Payroll Module is designed for integration and compatibility with 
other Compucorp Business and System software: General Ledger, Accounts 
Payable, Accounts Receivable, Inventory, Order Entry, Word Processing. 


Number of Employees: Unlimited. Recommended maximum is 500 employees. 


Pay Classifications: Salaried or hourly. 
Salaried employees are paid a fixed amount per pay seried 
unless excepted by the operator. | 
Hourly Employees are paid based on hours worked. 


Pay Types: Regular = Holiday Other (dollar amount, for bonuses, 
Overtime Sick = commissions, piece work, etc.) 
Doubletime aS | 
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Deductions: 


Pay Periods: 


Quarterly Reports: 
Annual Reports: 


Check Types: 


Reports: | 


Odd Check Provision: 


Vacation & Sick Time 
Accruals: 


Employee Information 


Output: 


Password Code: 


Employee Information: 


Employee Information 
Change: 


Variable Data: 


Check Amount Protection: 


- Operating Manual: 


Involuntary: 

Federal and State Income Tax | 

Federal (FICA) and State Insurance Tax 

Local — up to three state/city/county taxes may be withheld. 
Voluntary: | 

Up to five voluntary deductions 


Weekly, Bi-weekly, Monthly, Semi-monthly 
Employees in a system may have any pay period. 
A payroll run may include any combination of periods. 


941 for FIT and FICA and DE3 for California 
W2 for Federal and State Taxes 


Regular — output with regular payroll run. 
special — output outside of regular payroll run. 


Payroll Journal 

Lists pertinent data for all checks ina check run. 
Pay checks 
Employee data report. 


Backout of unused payroll check data. 
Input of handwritten payroll check data. 


Automatic accounting when vacation and sick time is paid. 
Input of periodic vacation and sick time earned. 
Visual ‘or printed reporting of accruals and net time available. 


Listing for all employees, active only, terminated only, on 
printer. 
Visual display of employee information on CRT screen. 


, Operator definable code required to gain access to the system. 


Name, address, state, ZIP, phone number, hire and termination 
dates, department number , social security number, marital 
status, full time/part time status, -permanent/temporary 
status, pay period, dependent deductions (two categories), 
hourly or salary pay basis, pay rate, voluntary deduction 


amounts. 
Current earnings and deductions, for the latest payroll. 


Quarter-to-date and year-to-date totals for gross pay, all 
voluntary and involuntary deductions. 

Vacation and sick hours available at the Grotentan of Bd year, 
earned this year, and taken this year. 


Ability to change any “of the employee information data. 


Ability to change company name and address, FICA and state tax 
limits and percentages, system password, definitions of volun- 
tary deductions, maximum check amount, and printer speed. 


The system will not print checks greater than a maximum amount, 
=, specified by the operator. 


An operating manual accompanies the system, covering details of 


running the system. Programming information is also included. 
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COMPUCORP BUSINESS SYSTEM 


PAYROLL Module 


Version 1.02 


Instruction Manual 


p/n 9212241 
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INTRODUCTION 


The Compucorp Business System consists of several individual but 
related modules: Payroll, General Ledger, Accounts Receivable 
Accounts Payable, and Inventory. This manual describes operation | 
of the Payroll module and contains sufficient details to enable a 
BASIC language programmer to modify the system for individual appli- 


cations. 


The Payroll module is a comprehensive, versatile program. It. 


can handle as many as 500 employees. Employees may be paid ona 
weekly, bi-weekly, semi-monthly, or monthly basis. Compensation 
- may consist of regular, time and a half, overtime, vacation, holi- 


day, or sick hours. Non-hourly compensation is also permitted. 


Federal and state taxes are automatically calculated. Up to five 


voluntary deductions may be withheld. Quarterly forms 941 and DE3 


and annual forms W2 are printed. Vacation and sick time accrual is 


automatically managed. 


The system is designed to be operated by non-specialized person- 
nel — the operator need only be familiar with payroll functions 


and need not be a data processing specialist. The system operates 


by asking questions of the operator. Responses are checked for 


- correctness when possible. The system continually provides oppor- 
tunity for reviewing information input, and for correcting informa- | 


tion input incorrectly. 
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625 CONFIGURATION | 


The Payroll module operates on a Compucorp 625 Desk Top Computer 


of the following configuration: | 


Two or more diskette drives 
Internal printer 


48K memory, or larger, when using 625 0.S. Version 3.00 or 
higher. | 


External 132 column printer, with tractor feed, 
625 0.S. Version 3.00 or higher. | 


| The Payrol | programs are delivered on a single diskette, 
with enough room to hold an employee file of 200 employees. 
A system diskette must be on line, in addition to the Payroll diskette, 


when executing the Payroll module. 
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GENERAL 
OPERATING INSTRUCTIONS — 


Operation of the Payroll Module is mostly self-explanatory. The 
system operates in a highly interactive mode — the 625 asks ques- 
tions — the operator responds by keying the answer on the keyboard. 
Payroll has been designed to ask questions which require as little 
specific knowledge of the system as possible. To assist the opera- 
tor and avoid gross errors,  OBVEDUSTE incorrect answers are see \ecaaee 
by the av REED 


Throughout the Payroll Module, several operating characteristics 
are constant — they never change. These are described below. 


Menus 


The various operations that may be performed by the Payroll Module 
are’ presented to the operator by "menus" displayed on the 625's CRT 


screen. The main menu, which lists all the major functions, 1S 


Shown below. 


— ADD EMPLOYEES 
— CHANGE EMPLOYEE INFORMATION 
— CHANGE VACATION AND SICK TIME 
— PAYROLL 
SPECIAL CHECKS 
— PRINT LAST. PAYROLL JOURNAL 
——- EMPLOYEE LIST 
— CUSTOMIZATION 
— QUARTERLY REPORTS 
FORMS W-2 
END PROGRAM 


WMONAHAWH — 
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The operator selects from the menu list the function to be performed 
by keying in the selection number and pressing RETURN. Depending on 
the function, this may call up a sub-menu, presenting further choices, 
or begin execution of the function. If the selection is a function, | 
performing some operation, the menu is re-displayed when the function 


is complete. 


Keyboard Entries 


All keyboard entries, whether made on the alphanumeric or numeric 
sections, are terminated by pressing RETURN. This is the signal to 
the 625 that the operator has finished entering the data item. 


Yes/No Questions 


‘When the 625 asks a question that may be answered YES or Y, pres- 
sing RETURN alone, without typing Y or YES, is usually equivalent 
to the yes answer. A few critical operations force the operator 
to be more deliberate by requiring the Y or YES to be typed in. HES 
these instances, pressing RETURN will merely repeat the question. 


RETURN alone, in response to a yes/no question, never indicates a 
"no" answer. | | ses 


Return to Menus 


During performance of an operation, the operator may decide not 
to continue, and may want to do a different operation. The right 
most 3 keys of the top row of blank keys are reserved for terminat-_ 


=mOOL OHO LOLOL LOPE LLLP LE LLP EPL PL LLL EO KOHL LKLL LL TL err ces 


ing the current operation and returning to a menu, thus allowing 
selection of a different function. | 
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These three keys are active only when the 625 is waiting for response 
from the keyboard — they cannot be used when the 625 is executing. 
The keys are activated by holding down one of the SHIFT keys, and 

then pressing the blank key. The functions are: , 


Key Action 


SHIFT-20 : Return to the main menu 
(right most key) ea DoE 


“SHEE VaRES Sf | Return to the previous menu 
(Ist key from right) _ } 


SHIFT-18.. Return to the current menu 
(2nd key from right) 


Date Entry 


At various times, the system requires input of a date (e.g., today's 
date, check date, pay period date). Date entry must be in the format’ M-D-Y. 


where 
M is one or two digits indicating the month — 


Dis one or two digits indicating the day 
Y is the last two digits of the year. 


The - between the M and D and the D and Y is the minus 
Sign in the lower right corner OT the numeric keypad. — 


Examples: 


Acceptable 


Boal 78- 
11-19-79 
12-5-80 


Unacceptable 


15-7-78 There is no month 15 — 
7-38-78 There is no day 38 
ee 19/5 Too many digits in year 
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LOADING THE PAYROLL MODULE 


perare inserting the disks turn the 625 on; the Eye is in the 
back. 


Insert the Payroll disk in the right hand drive. Then insert the System | 
disk in the left hand drive. Disks are inserted with the label facing right, 
and the slot in the disk cover facing down. The write-protect notch 

on the edge will then be toward the rear of the 625. The write- 

protect notch on the system disk should be open. The write-protect 

notch on the Payroll disk should be covered to enable writing data 

on the disk. | 


After turning the 625 on insert the disks and latch the disk — 
drive doors closed. Latch the Payroll disk (right drive) first, 


When the disks are inserted, the 625 Operating System loads automat- | 
ically. Depending on the configuration of the System Disk in the Fert. 
drive, either of two operations may occur. 

1. The system begins to execute the Payroll program. Step a 
: below 1S not necessary. 


2. The system loads BASIC, but does not load the Payroll pro- 
gram. In this case the display screen will show READY: 
Payroll must then be loaded by keying in instrucitons from 
the keyboard. 


READY: ~ appears on the CRI screen. | ee 
LOAD "PAYROLL" Type this on the keyboard. Then press RETURN. 
READY: _ After several seconds, this appears on the 

CRT screen. 


RUN 3 Type this on the keyboard. Then press RETURN. 


When Payroll is loaded, by either method 1 or 2 above, the screen 

is cleared and several of the Payroll data files on the disk are opened 
(the disk drives make clicking noises). The system then asks for a 
password. Respond by keying it in and pressing RETURN. If you do not. 
know the correct password, you cannot gain access to the system. The 
system then asks for the date. Enter today's date — this will appear 
on all reports printed (separate dates will be entered later for the 
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dates on the paychecks). 


After entering the date, additional data is 


automatically taken from the disk, and the main menu is presented: 


ADD EMPLOYEES: 

CHANGE EMPLOYEE INFORMATION 
CHANGE VACATION AND SICK TIME 
PAYROLL 

SPECIAL CHECKS 

PRINT LAST PAYROLL JOURNAL 
Bee ies. Lis] See 
CUSTOMIZATION © 

QUARTERLY Berge yo 

FORMS We 


END PROGRAM — 


The main menu lists all the major poration that can be performed — 


by the Payroll. They are described on the PTO OY pages. 
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OPERATING THE PAYROLL MODULE - 


ADD EMPLOYEES 
(Main Menu Selection 1) 


This selection allows data for new employees to be added to the 
system, All pertinent personal data is input and is stored perma- 
nently on the Payroll disk. 


| The selection starts by searching the disk for the first unused 
employee number, The employee being added is assigned that number. 
The screen is formatted to allow entry of all pertinent data: 


e 30 characters each are allowed for the employee's name-and 
street. 20 characters are allowed for the city; 2 for the state. 


e The zip code must consist of five digits. 


e The telephone number must consist of three digits, fol- 
lowed by four digits, with a dash between them. A three 
digit area code followed by a dash may precede the tele- 
phone number. If there is no telephone the word NONE is 
allowed. 


—@.g., 820-2503 or 213-820-2503 or NONE 


e The social security number must consits of 3 digits fol- 
lowed by 2 digits, followed by 4 digits. The digit group- 
ings must be separated with dashes. ? 


e The department number must be 4 digits or less. 


e The standard hours represents the number of hours per pay 
period automatically paid to salaried employees. A 
standard hours per period is also kept for hourly employ- 
ees aS a convenience for the operator — it does not 
result in automatic pay. 


@e Pay period: W for weekly employees 

for bi-weekly employees 
for semi-monthly employees 
for monthly employees 


snow 


e Hourly pay rate must be input for both hourly and salaried 
employees. Up to five digits following the decimal point 
are accepted. | 


@ =a and itemized allowances are used when calculating 
federal and state wi ee eins tax. 
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e Items 17 to 21 are voluntary deduction amounts. These 
amounts will be taken automatically from each paycheck, 
unless overridden by the operator during a specific pay- 
roll run. 


e Vacation and sick hours earned will be recorded on the 


employee's record on the disk. These amounts should be 
zero for new employees. : 


After inputting the first screenful of data, the individual items 


that were input and are shown on the screen and may be changed by 


typing the line number of the item, followed by RETURN. The bottom 


line of the screen will then ask for the revised data. Enter it 


and press RETURN. 


After inputting this data, year-to-date and quarter-to-date infor- — 
mation may be input. For new employees this information is zero and 
need not be input. For employees transferring into the payroll sys- 
tem during the year, these totals must be input. 


The quarter-to-date and year-to-date totals are input in a manner 
identical to the first screenful of data. After all the data is 
input, the data may be recorded on the disk. 


Employees added are not removed from the file unless their status 


has been changed to terminated and a We form (selection 10) has been 


printed. After these conditions are satisfied the employee is re- 
moved from the file. His employee number then becomes available 


for re-use, 
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CHANGE EMPLOYEE INFORMATION 


(Main Menu Selection 2) 


Information on the disk with respect to employees may be changed. 
Typical changes are pay rate, marital status, number of dependents, 
ete | | 
After entering the employee number the information on the disk in 
the Employee Master File for that employee is displayed. It may be 
‘changed on a line number basis. 
Data being input obeys the same rules and restrictions as data in- 
put in ADD EMPLOYEES (Selection 1). ett , 


2.0.6 0.0.06060.0220006006 66606666 66660660.60066 062 © 4s... 6 
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CHANGE VACATION AND SICK TIME 


(Main Menu Selection 3) 


Vacation and sick hours earned by employees are input.with this 
routine. After entering the employee number this selection displays 
pertinent information with respect to vacation and sick hours accrued 
and taken. The operator may then input additional sick and vacation 
hours that have accrued since data was last input. These amounts 
input will be added to the sick and vacation hours earned during 
the year. The new total will be recorded in the employee's Master 


File record. 


The Employee Master File also holds the amount of sick and vacation 
hours taken during the year. These numbers are not changed by this 
selection — they are only modified when sick and vacation hours are 
included on a paycheck. 
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PAYROLL 


(Main Menu Selection 4) 


This selection accepts payroll data, calculates deductions, prints 
paychecks, and prints the payroll journal, 


PAYROLL starts by asking which pay periods are active for this run = 
weekly, bi-weekly, semi-monthly, or monthly. It then automatically | 
prepares paycheck information for the salaried emp loyees for those 

pay periods. 


After processing the salaried employees, PAYROLL asks for indivi- 
dual employee numbers. Data for the hourly employees may now be — 
input. If a salaried employee is to receive pay for anything other. 
than the standard number of hours, that data may also be input. 
Hours to be paid for the following categories may be input: 


© Regular hours 


e Overtime hours, calculated at 1.5 times the regular 
hourly pay rate. 


e Doubletime a calculated at twice the regular hours 
pay rate. 


e Vacation hours, calculated at the regular hourly pay rate. 
-@ Holiday hours, calculated at the regular hourly pay rate. 


e Sick hours, calculated at the regular hourly pay rate. 


Additional Compensation, a dollar amount, may be input to cover 
dollar earnings due to piece work, bonus, commission, etc. 


The standard voluntary deduction amounts for the employee are 
shown and may be changed if desired. 


After all data for the employees is input, the data may be printed 
on the internal printer for review. If desired the data may be 
viewed on the CRT screen. After reviewing the data it may be changed. 
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When all data is input satisfactorily the check date and pay per- 
iod dates are entered. These are then output on the internal printer, 
and may be changed by the operator if they are found to be incorrect. 
After successful input of all the above data, the payroll] checks are 
printed. The system prints dummy checks until the operator indicates 


that the check stock is properly aligned in the printer, 


After printing checks the system waits for the check stock to be — 
removed from the printer and for standard paper to be installed. 
The Payroll Journal is then printed. The Payroll Journal is also 
saved on the disk in the event that additional copies are desired. 
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SPECIAL CHECKS 


(Main Menu Selection 5) 


This selection calls a submenu: 


1 — REGULAR SPECIAL CHECK ROUTINE 
2 — ENTER HAND-WRITTEN CHECK 
3 — CHECK REVERSAL 


Three operations may be performed: 


; 


2) 


3) 


REGULAR SPECIAL CHECKS. 


This selection may be used to oriet checks outside the nor-— 


mal payroll run. Data input is identical to that under 
PAYROLL (Main Menu Selection 4). Only those employees for 
whom data is entered are paid. (Salaried employees are 
not automatically given a paycheck, as they are with the 
regular Payroll run). 


ENTER HAND WRITTEN CHECK 
This selection must be used when a hand written shack has 
been written for an employee. The check data is input by 


the operator, and the employee's quarterly and yearly accum- 
ulations stored on disk are updated. If the data for a 


hand written check is not input to the system, the quarterly 
and annual accumulations and reports for that employee will 
be in error. | 


“CHECK REVERSAL 


If a check, previously written by the Payroll module, has 
been voided, that data must be removed from the employee S 


master file record. The CHECK REVERSAL selection allows 


the operator to input the data that is to be removed. 
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PRINT LAST PAYROLL JOURNAL 


(Main Menu Selection 6) 


When the Payroll Journal is printed under Selection 4 of the Main 
menu, the data is simultaneously sent to the disk. This selection 
allows printing of additional copies of the Payroll Journal from 
the disk data. 
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EMPLOYEE LIST 


(Main Menu Selection 7) 


Employee data stored on the disk may be printed on the external 


printer or viewed on the CRT screen, 


The selection calls a submenu: 


1) 


2) 


Nn BP WPF 


EMPLOYEE INDEX 

ONE EMPLOYEE ON PRINTER 

ALL EMPLOYEES ON PRINTER 

ONE EMPLOYEE ON CRT 

ONE EMPLOYEE ON PRINTER WITHOUT QTD AND YTD TOTALS 
ALL EMPLOYEES ON PRINTER WITHOUT QTD AND YTD TOTALS 


oe 


EMPLOYEE INDEX 


This routine scrolls through the employees, displaying 
employee name and employee number. It is used to find 
the employee number when only the employee name is known. 


ONE EMPLOYEE ON PRINTER 


All Employee Master File data for an individual employee 
may be printed on the external printer. 


ALL EMPLOYEES ON PRINTER 


All Employee Master File Data for all employees may be printed — 


on the external printer. This selection brings in another 
Submenu, to enable printing of categories of rs AGietas 


1 — ALL EMPLOYEES 

@ — ACTIVE ONLY 

3. — INACTIVE ONLY 

4 — TERMINATED ONLY 


@e Selection 1 prints a report consisting of all employ 
ees in the Employee Master File. 

e Selection 2 prints a report consisting only of active 
employees. 


e Selection 3 prints a Bosse: coneieicts only of inactive 
employees. | 


e Selection 4 prints a report consisting only of ferns 
nated employees. 7 
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4) ONE EMPLOYEE ON THE CRT 


The Employee Master File data for a single employee may 
be displayed for review on the CRT. 


5) ONE EMPLOYEE ON PRINTER WITHOUT QTD OR YTD TOTALS 


| 6) ALL EMPLOYEES ON PRINTER WITHOUT QTD OR YTD TOTALS 


These selections are identical to Selections 2 and 3 
except that they do not print year-to-date and quarter- 
to-date eT EEE The reports are shorter. 


ee 
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CUSTOMIZATION 


(Main Menu Selection 8) 


Customization allows changing company name and address, FICA and 
State tax rates, the system password, and the names of the volun- 
tary deductions, and the maximum check amount. 


Customization calls a submenu: 


CHANGE COMPANY NAME/ADDRESS 

CHANGE FICA OR SDI 

CHANGE PASSWORD : 
CHANGE VOLUNTARY DEDUCTION DEFINITIONS 

CHANGE MAXIMUM CHECK AMOUNT 

CHANGE EXTERNAL PRINTER PARAMETERS 


peo 


DonPwror 


The items shown in the submenu may be changed. 


LOLOOOOOCOOOLKO LOLOL LOLOCLCOCOCEC OC OCOCHLCOELO LOLOL ELEM Eri LwoODO 
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~ QUARTERLY REPORTS 
(Main Menu Selection 9) 


This selection prints the 941 and DE-3 (California form) quarterly 
reports. After printing the reports the quarter-to-date totals stored 


in the master file may be cleared, 


-19-— ee ga peeaose): : 


ANNUAL REPORTS 


-. (Main Menu Selection 10) 


This selection prints W2 forms. © 


After printing, the year-to-date totals stored in the Employee 
Master File may be zeroed, and data for terminated employees may 
be purged from the disk. 
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END OF PROGRAM 


(Main Menu Selection T1) 


This selection terminates the Payroll run. It exits to ZEBRA, the 


625 Operating System, to allow the operator to create a backup copy of 


the disk. 
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BACKUP DISK COPIES 


After each payroll run, the payroll disk should be copied onto 
another disk. 


The copy should be stored ina ate place. In case of accidental 


loss of the payroll disk, the. latest copy can be used to begin re- 
construction of the lost disk. 


It is suggested that three generations of payroll copies be saved. 
Older disks may be used for making new copies. 


Disk Copy 


To copy a disk, choose selection 11, END OF PROGRAM, of the Main 
Menu. This selection exits to ZEBRA, the 625 Operating System. 
When ZEBRA is ready to accept Jills the character > 1s displayed 
on the left side of the screen. | 


The following procedure allows you to copy a disk: 


1) From the Payroll Main Menu, choose Selection ii. END OF 
PROGRAM. : 


2) When the ZEBRA Masia. 5 appears, type COPY DISK followed 
by RETURN 


COPY DISK : 


Note that the system disk must be in the left drive wien 
this is done. 


3) The CRT displays FROM 


>COPY DISK 
FROM 


Remove the payroll disk from the right drive, and uncover 
the write protect notch and replace the disk. The disk 
cannot be copied unless this is removed. = 
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Enter 1 followed by RETURN, to tell the system that the disk 
being copied is in the right drive. If the screen displays 
NOT WRITE PROTECTED, then the write ads a in the disk 


oe still covered. 


The CRT displays T0 


>COPY DISK 
FROM 1 | 
TO 


Remove the system disk from the left drive, and put in the 


disk to receive the copy. This disk must be preblocked, with 
the write-protect notch covered. _ 


Enter ®, followed by RETURN, to tell the system that the disk 
to receive the copy is in the left drive. | 


PC OPY DESK 
FROM 1 
TO @ 


After the copy is complete, write the date and any other per- 


tinent information on the new copy, and use it for the next 
payroll run. Put the disk that was pred in a safe place, . 
to serve as a oe ? : 


a23- : | 9212241(058) 


nob bbb bea ebbobwoa hobs iiine hn abercanar i a NC 


PROCESSING METHODS 


Employee Master File [ 


Employee data is stored on disk in the Employee Master File. All 
permanent data and all necessary accumulations are stored in this file 
for each employee. Typical data stored are name, address, pay rate, 
Status, etc. | | 


Also stored on the master file are year-to-date and quarter-to-date 
earnings and deduction totals. 


The master file data is used and modified by the various operations 
of the Payroll. | : 


_ Employee Numbers 


Each employee is assigned a number by the 625 when the employee 
is added to the system. This employee number is the key to access 
to the employee's data. The employee number becomes available for 
use by another employee only after the first employee's data has been | 
removed from the disk — it does not become available by merely chang- 
ing the employee's status to "terminated". Employees can only be | 
removed after a W-2 form has been printed, is , 


Addition, Termination, Removal of Employees 

_ Employees are added with Main Menu Selection 1, ADD EMPLOYEES. The 
Employee Master File is searched for the first unused location — 

the data for the new employee is put there. The employee number 


1s assigned at that time. 


An employee may be terminated by. changing the employee's status in 
Main Menu Selection 2, CHANGE EMPLOYEE. Termination prevents the 
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system from writing checks to the employee — it does not remove 
the employee's data from the The. 


Data for terminated employees may be removed from the File a oe 
the annual W-2 forms are printed. The employee numbers used for 
removed employees are then available for use by new added employees. 


Vacation and Sick Time Accruals 


Vacation and Sick Time accrual is not automatic. The operator is _ 
required to periodically enter the vacation and sick hours earned 


by employees. It is suggested that this operation be done monthly. 
These additions are input to the system by Main Menu Selection 3, 


CHANGE VACATION AND SICK TIME. 


The Employee Master File maintains, for each employee, the sick 
and vacation hours available at the beginning of the year, and the sick 
and vacation hours accrued (earned) and. taken during the Year. The accrued 
(earned) amount is incremented by the CHANGE VACATION AND SICK TIME selection. 
The taken amount is incremented when vacation and sick time are included 
in a paycheck. At the end of the year, after W-2 forms are printed, | 
the "hours available at the beginning of the year" is updated in 
accordance with the earned and taken amounts, and the earned and taken 
amounts are zeroed, New accumulations for the new year are then started. 


The report printed by Employee List (Main Menu Selection a) racludes, 


for both sick and vacation, the following data: 


Hours available at the beginning of the year 
Hours earned this year 

Hours taken this year 

Hours available now 
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Voluntary Deduction Definitions 


As many as five voluntary deductions may be defined for the Payrol] 
Module. ft 29 


The five deductions may be given any desired description. Two 


typical configurations are- 


MEDINS RETIRE 
CR.UN. MEDINS 
ADV. CR.UN. 
UNION OTHER 
RECR. | OTHER 


The names of the deductions may be changed at any time using Main 
Menu Selection 8, CUSTOMIZATION. After changing the names, they are 
stored on the disk and remain there until changed again by CUSTOMI- — 
ZATION. The defined names apply to all employees — it it not pos- 
sible to have different deduction names for each employee. Indivi- 

dual employees, however, are allowed to have different deduction amounts, 
or no deduction amount, assigned to each of the five deductions. 


Password 
Knowledge of a password is required to gain access to the system. 
The password should be known only to personnel who are allowed ac- 
cess to the system. It may be changed at any time by Main Menu Selec- 


tion 8, CUSTOMIZATION, When it is changed, be sure to remember it. 
If you don't you will not be able to restart the system, sigs 
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Pay Calculation Method 

The system maintains an hourly pay rate for both salaried and 
hourly employees. It also maintains a standard number of hours per 
pay period (commonly 40, 80, 87, and 174 for employees paid weekly, 
bi-weekly, semi-monthly, or monthly). Regular pay for salaried em- 
ployees is automatically calculated from the hourly rate and the 


Standard hours. Actual hours worked must be entered for hourly 
employees. | | 


Maximum Check Amount 


Customization (Selection 8 of the Main Menu) allows setting the max- 


mum check amount. If payroll calculates a pay check in excess of 
this amount, the check is not printed. A warning message is put on 


the internal printer, and the data pertaining to that check is not 


put into the employee master file. 
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TI-810 PRINTER OPERATION 


Connection 
Two cables are required 


e The detachable line cord, which Blues into a 110 volt wal] 
outlet. 


@ The signal cable. One end plugs into the 25 pin connector 
on the rear of the printer. The other end plugs into the 
25 pin connector on the rear of the 625. 


The printer On/Off switch is on the rear of the printer. 


Loading Paper 
Adjust the right hand sprocket feed by te anes the knurled knob 


which clamps the feed to the horizontal guide bars. Slide the sprocket : 


feed to the approximate correct position. Avoid adjustment of the 
left sprocket feed — it is seldom necessary. 


Insert continuous form paper in the slot at the bottom of the rear 
of the printer. The paper will emerge just under the print head. 
Open both the right and left sprocket feed doors, exposing the pins 
on the sprocket feed. Put the left side sprocket holes of the paper 
onto the left sprocket feed pins and close the door. Now do the 
same for the right sprocket feed, adjusting its position as neces- 
sary. After closing the door on the right sprocket feed, adjust it 


left or right to remove any slack in the paper. Then clamp the saeeink 


feed by tightening the knurled knob. 
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Adjusting to Top-of-Form 


‘The two control buttons marked FORM ALIGN+t and FORM ALIGNY are 
for adjustment of the top-of-form location of the paper. After top 
of form adjustment is done, the FORM FEED button will advance the 
paper to the next page break. The FORM ALIGN+ button provides for- 
ward slow feed initially, and fast forward feed by holding the but- 


ton down for several seconds. The FORM ALIGNY button provides slow 


feed only. 


Using these two buttons, adjust the paper position so that a page 
break in the continuous form paper is just above the print head. 
When using the FORM ALIGNy button, to adjust the paper downward, 
it is sometimes necessary to remove slack from the paper by pulling 
it out of the printer from the rear entrance. 


After doing this adjustment, turn off the ON-LINE light by pres- 
Sing the ON-LINE button, then press RESET, then press ON-LINE again 
to turn on the ON-LINE light. The printer is now set to top-of-form, 


Printing 


In order to print, power and the on-line lights must be on, and 
the signal cable from the 625 to the printer must be installed. If 
the 625 sends data to the printer when either of the lights are off, 
or the cable is not installed, the data will be lost. The 625 does 
not sense that printing is not occuring. 


Oe ate seeped eae). 


Internal Controls 


The controls visible when the printer door 1s opened should be 
set as follows: | : 


e Form-Length Rotary Switch: 
Set to PROG position 


@ NORMAL/TEST Switch © 
| Set to NORMAL position 


@ 16.5CP1/8LPI_ | 
Adjust switch so that both lights are off 


@ Pencil Switch 


Switch Position 

ON depressed 
ON depressed 
OFF depressed 
OFF depressed 
OFF depressed 
ON depressed 
ON depressed 
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PROGRAMMING 


The Payroll Module of the Compucorp Business System consists of a 
group of programs and four files all contained on a single disk 
which operate together providing the user with a complete payroll 
system. All programs are written in BASIC. 


This section describes the file formats and the functions of each 
of the programs. It is intended that information presented is suf- 
ficient to guide a programmer to the program which contains the code 
he is interested in. Since the programs are written in BASIC, the 
program may be analyzed with a minimum of effort in order to find 
the specific program lines of interest. 


Programmers working with the Payroll Module should be familiar 
with BASIC, and the file structures provided by Compucorp Extended 
BASIC. Compucorp Extended BASIC is fully. described in the BASIC 
Programmer's Manual for the 625; Compucorp publication number 9212077. 


Programs 


Master File. 7 


PAYROLL check password 
input today's date 
print main menu | 
print copy of last Payroll Journal 
print quarterly report menu 

-ADDEMP Adds all data except YTD and QTD data for new employees 
into the Employee Master File. 

TOTALS Adds YTD and QTD data for new employees to the Employee 


_ CHANGEEMP Changes employee information on the Employee Master File. 
Quarter-to-date and year-to-date totals cannot be changed. 


CHANGETOTAL Changes QTD and YTD information in the employee master Tite, 
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LIST: - Displays the employee index (employee number and name) 
3 on the CRT. : 


Lists all prio yer information for any individual 
employee or all employees on the CRT or the external 


| printer. 
SCHECK Inputs information for employees to be paid. 
PAYEMP2 Calculates all withholding taxes (State, Federal, 


City, County). 
Prints checks. 


JOURNAL Prints the Payroll Journal after the checks are printed. 
HANDCHECK Enters hand written check data into the system. 


REVERSAL Removes data for a check to be backed out (written: 
by the system but not used). 


COPYDISK Makes a back-up copy of payroll disk. 


OTHER Changes company name, address and tax ID numbers 
Changes voluntary deduction definitions. 
Changes the password requested by PAYROLL. 
Changes FICA and/or SDI limits or percentages. 


FORM941 Prints work sheet for form 94] 
Prints forms 941A 
Zeroes quarter-to-date totals (operator option) 


FORMDE3 Prints work sheet for form DE-3 (California form) © 
Prints forms DE-3B (California form) 
Zeroes quarter-to-date totals (operator option). 


YEARLY Prints forms W-2. | 
| Zeroes year-to-date totals (operator option). 


VACATION Changes vacation hours earned, 
Changes sick hours earned. 


INITIAL This is a separate program, not called Ky the Payroll 
a System, It clears all data from all files. It is to 
be used when preparing a payroll for a new customer. 
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~ Variable Limits and Restrictions 


VARIABLE 


Name : 
Street Address | 
ie | 
State 
Zip Code 
Phone Number 
Department Number — 
Social Security Number 
Marital Status 


ebay Time/Part Time 


Permanent/Temporary 
Pay Period 

Allowances, Regular | 
Allowances, Itemized _ 
Pay Type 

Standard Hours 


Hourly Pay Rate 


Voluntary Deduction 

Hours Worked | 

Check Number 

Employee Number 

FICA Percentage 

-FICA Limit | 

SDI Percentage © 

SDI. Limit. | 
) Employer's Federal ID Number 
- Employer's State ID Number 

Password | | 

Date 


| —* Note; N indicates any digit, 0-9, 


LIMITS & RESTRICTIONS 


Any 30 characters 


Any 30 characters 
Any 20 characters 


Any 2 Alpha characters 


Any 5 numerals (not including pone) 


NNN-NNNN or NNN-NNN- oo 


4 digits maximum 
NNN-NN-NNNN 

$$, 2 ore 
ForP ~ 


Pyare 7 
W, B, Mor S 
NN (0-50 only) 


NN (0-50 only) — 


S- :or.-H« 
NNN (0- 200 only) 


NNN ..NNNN- 


NNNN.NN (0.00-5000. 00 only) 
Any number | 


NNN (9 dights eiarrenie |: 


NNN 
Any number 
Any number 
Any number 
Any number 
Any 30 characters 
Any 30 characters 
Any 5 characters 


M-D-Y 
M = 1-12 
D = 1-31 
Y = 0-99 
ae eo See) 


Files. 


The Compucorp Payroll System uses four files: EMPLOYEE, STATUS, 
EMPARRAY, and PAYJOURNAL. : | 


The EMPLOYEE file contains all pertinent information for all employees, 
such as, personal data, pay period data, quarter-to-date totals and — 
year-to-date totals. The file is kept in sequential order by employee 
number. The record number in the file is the employee number. 


The STATUS file contains all Payroll System status information, — 
such as, number of employees in system, company name and address, 
passwords, etc. 


The EMPARRAY file is a sorted list of all employees. Each record 
holds an employee number and the department number of that employee. 
The records are sorted first by department and then by employee num- 
ber within each department. This file is maintained in internal 
memory in an array in order that sorting can be done at CPU speed. 


The PAYJOURNAL file is a print file that contains a copy of the 
most recent Payroll Journal. This file can be printed at any time 
as many times as the operator wishes. 


The following pages give detailed layouts of the files. 
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es 


A$ 


eee) ce 
ae 
C$ 
ST$ 
Z1P$ 
P$ 
DH$ 
DN$ 
Ss$ 
—MS$ 
 £e$ 
PT$ 
PPS 


ARS 
his 
Ty$ 
SH 
PAY 
Di. 
py 


pA 
D5. 


~ Nariable 


EMPLOYEE File 


520 bytes per record 


Name 


Status 


- Name 


Street 
City 


State 


Zip Code 

Phone Number 

Date of Hire 

Date of Termination — 
Department Number 
Social Security Number 


Marital Status 


Full or Part Time — 


Permanent or Temporary 
Pay Period 


Regular Allowances 


Itemized Allowances 


Pay Type 
Standard Hours 


~ Hourly Pay Rate 


Voluntary Deduction 


Voluntary Deduction 


1 
2 
Voluntary Deduction 3 
Voluntary Deduction 4 

2 


Voluntary Deduction 


 * N= Numeric = $ = String 


Opened by the Programs on logical device #6 


Variable File | 
Length Space Type* 


1 2 S 
30 31 S 
30 419° S 
20 21 S 

2 3 S 

5 66 
12 isa 
8 9 S 

g 9 — 

sg S 
13... S ¢ 

1 aS 

is aS 

1 2 S 

i 

Be of 

2 3 S 

1 2 S 

6 6 N 

6 6 N 

6 6 N 

6 6 N 

6 ek 

oe. 6 N 

6 6 N 

200 


See 


Meaning 


O:terminated 1:inactive | 
5:active -1l:no such employee 


1-single 2-married 3-head/house 
F-full time P-part time 
P-permanent T-temporary — 


W-weekly B-bi-weekly M-monthly 
S-semi-monthly 


- J-salaried 2-hourly 


tiny CON Gia .. 
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EMPLOYEE File (cont'd) 


Variable 


Name 


Current Pay Period: 


CN 


Regular Hours 
Overtime Hours 
Double Time Hours 
Vacation Hours 


Holiday Hours 


Sick Hours 

Other Compensation 
Federal W/H deduction 
FICA deduction 


State W/H deduction 


SDI deduction 


County Tax deduction 


City Tax deduction 
Other Tax deduction 
Voluntary Deduction 
Voluntary Deduction 
Voluntary Deduction 
Voluntary Deduction 
Voluntary Deduction 
Check Number 


Quarter-To-Date Totals: 


GQ 
FQ 


Gross Pay 
Federal W/H deduction 


~FICA deduction 


State W/H deduction 
SDI deduction 

County Tax deduction 
City Tax deduction 
Other Tax deduction 
Voluntary Deduction 1 
Voluntary Deduction 2 
Voluntary Deduction 3 
Voluntary Deduction 4 
Voluntary Deduction 5 


oF WS KN Fe 


Variable File 
Length Space Type 


ee 6 N 
6 6 N 
6 6 N 
6 6 say N 
6 6 N 
6 6 N 
6 6 N 
5 6 N 
é 6 ON 
6 6 N 
E 63° oN 
6 6 N 
6 6 N 
6 6 N 
6 = 6 N 
6 6 N 
6 6 N- 
oi tate N 
6 «6 N 
6  6F N 
120_ 

6 “6 N- 
6 6 N 
6 6 N 
6 6 N 
6. 6 N 
Be N 
6 6 N 
6 6 Ne 
6 6 N 
6 6 N 
6 6 N 
6 se 9 
6 a N 
| 78 
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EMPLOYEE File (cont'd) 


Variable 


Name 


Year-To-Date Totals: 


GY 
FY 
1Y 
SY 
DY 

-Y6 

Y7 
Y8 
Yl 
2 
a. 
Yq 
Y5 


Gross Pay 

Federal W/H deduction 
FICA deduction _ 
State W/H deduction 
SDI deduction 

County Tax deduction 
City Tax deduction 


Other Tax deduction 


Voluntary Deduction 
Voluntary Deduction 
Voluntary Deduction 
Voluntary Deduction 
Voluntary Deduction 


- Oo BP W PP & 


Vacation and Sick Hours: 


VA 
VT 
SA 
ST 
VB 


SB 


- Vacation Hours Earned 
Vacation Hours Taken 


Sick Hours Earned 
Sick Hours Taken 


Vacation Hours - Beginning of 
Year | 


Sick Hours - Beginning of Year 


pa 


Variable File 


HN NH - 


NAA DH AH HAW VD Wo o 


OY WD DD OV 


ea. coe eee © 6 


Ov . OY oO) 320) 


O Or 


cae 


Length Space Type 


See ca ae ee ee ee ee eee ee 
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STATUS File 


Opened by the programs on logical device 


30 records in the file. 


32 bytes per record 


es 


Record No. Variable 


NM. PRON Fe be fee Re ee eR ee 
NO OO a Ge Me ON OT fe te tO Re 


W PRO PR PM M P—|— PO 
OwMoO ON AO B 


Ww ON DO BP WP eB 


DO 
QO 


LN 
NE 
FP 
PL 
DP 
SL 
EMP. 


MAX 
BAUD 
NULLS 
N$ 

S$ eu 


es 


ST$ 
ZIP$ 
EF$ 
ES$ 


PASS$ 


Voluntary Deduction 


Voluntary Deduction 


Meaning 
Voluntary Deduction 
Voluntary Deduction 


Voluntary Deduction 


Mm RP W PO Fe 


NU (not used) 
NU 
NU 


No. of last emp. added to file 


Current Number of Employees 
FICA Percentage | 
PiCAebintiion 

SDI Percentage 

SDI Limit : 
Maximum Number of Employees 
NU 


Maximum Amount on any Check 


Baud rate for SET "SIO" 


_Wo. of nulls for SET e"510" 


Company Name 


Company Street 
Company City 


Company State 


Company Zip Code 

Employer Federal ID Number 
Employer State ID Number 
NU 

NU 


NU 


Password for PAYROLL Program 


Sg. 


number #5. 


| Variable 


File 


Length space 
6. ee 
—«6b 7 
6 7 
6 Ps 
oe. 7 
6 ab 
6 6 
6 au 
6 6 
6 ae 
6 6 
6 6 
6 6 
ae es 
6 6 
6 6 
6 6 
6 6 
6 6 
30 31 
30° 31 
20 21 
. 
85 
30 3] 
30 31 
5 6 


Type 


S 
S 
> 
S 
S 
N 
N 
N 
N 
N 
N 
ae 
N 
N 
N 
N 
N 
N 
N 
S 
: 
3 
> 
S 
S 
S 
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EMPARRAY File 


Opened by the programs on Logical Device #21 
Same number of records as file EMPLOYEE. 
6 bytes per record. 


Each record is a single number that is converted into a string 
parsed into four different fields by the Payroll System. — 


Fach record = PDDDDNNNT 


Field one =P O - employee not receiving a check this period 
1 - employee is receiving a check 

Field two = DDDD 

Field three = NNN - Employee number 


Field four =T 


Department number 


1 for salaried employee 
2 for hourly employee. 


The data in file EMPARRRAY is kept in internal memory in the array 


-B. The array is kept constantly sorted, using department number as_ 
the primary key and employee number as the secondary key. 


2405 3 — 9212241( 058) 
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